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Training Agenda


Process Description: Fixed Assets
Banner Modules: Banner Finance 
1. Meeting Logistics

	Item
	Description

	Date
	Feb 23rd – Feb 25th

	Time
	8:30 am – 4:30 pm

	Location
	Foothill / De Anaza College


2. Attendees

	Role
	Name

	Facilitator
	Jon Langlois

	Other Participants
	The intended audience for the Fixed Assets training includes Banner Finance Team, and key personnel that use the Fixed Asset module including purchasing and accounts payable.


3. Pre-Work

·  Read the training materials before training

4. Purpose

· This meeting is intended to provide training on Fixed Assets. Participants will have the opportunity to create fixed assets through invoicing, manually create fixed assets and depreciate assets.
5. Desired Outcomes

· Define criteria for creating Fixed Assets

· Be able to set the Chart elements so that automatic capitalization will occur

· Be able to assign Permanent Tags

· Depreciate Assets

· Manually create fixed assets

· Transfer assets

· Perform Fixed Asset Adjustments

Note: This agenda is intended only as a guide.  The actual topics covered and sequence of topics discussed during the training may vary from the schedule.  Additional topics will be covered if time permits.  While not required, it would be appropriate if participants have access to PC workstations that can connect to Banner.  In addition, it would be appropriate for the Banner Bookshelf documentation to be accessible from each PC workstation. 
6. Agenda Topics 

Day 1 
	Topic

	· Introduction

· Welcome

· Announcements

	· Define Validation Tables  (Pages 9-19)
Review the following forms:

· Fixed Asset Depreciation Code Maintenance Form FTMDEPR

· Fixed Asset Type Code Maintenance Form FTMASTY

· Fixed Asset Acquisition Code Maintenance Form FFVACQM

· Fixed Asset Condition Code Maintenance Form FFVACON

· Fixed Asset Title To Code Maintenance Form FFVTTST

· Fixed Asset Disposal Method Code Maintenance Form FFVDISP

· Fixed Asser User Defined System Codes Validation Form FFVSDAT

· Commodity Maintenance Form FTMCOMM

· Required Chart Set Up for Fixed Assets (Pages 20-32)
             Review the following forms:
· Account Code Maintenance Form FTMACCT

· Accumulated depreciation account

· Depreciation expense account

· Asset accounts

· Capital expense account

· Equity account

· Gain account

· Loss account
· Fund Code Maintenance Form FTMFUND

· Capitalization fund
· Define System-Wide Fixed Asset Criteria, Define Overrides  (Pages 33-44)

              Review the following forms:

· Fixed Assets System Control Form FFASYSC
· Fund Type Maintenance FTMFTYP
· Fund Code Maintenance Form FTMFUND
· Source Fund

· Finance System Control Maintenance Form FOASYSC

	Lunch


Day 1 
	Topic


	· Automatic Creation of a Fixed Asset (Pages 50-60)
            Review the following forms and processes:
· Invoice/Credit Memo Form FAAINVE

· Posting Process FGRACTG

· Document Retrieval Inquiry Form FGIDOCR

· Fixed Asset Origination Tag Extraction FFPOEXT

· Fixed Asset Procurement Query Form FFIPROC (Pages 61-62)
· Convert Origination Tags to Permanent Tags, Set up Depreciation (Pages 63-67)
Review the following forms:

· Fixed Asset Master Maintenance Form FFAMAST

· Fixed Asset Depreciation Form FFADEPR


Day 2 
	Topic

	· Creating Components and Attachments (Pages 68-72)
             Review the following forms:

· Fixed Asset Master Maintenance Form FFAMAST

· Fixed Asset Adjustment Form FFAADJF

· Deleting Assets without Document Tags (Pages 73-74)
      Review the following form:

· Fixed Asset Deletion Form FFAFDEL

· Removing Origination Tags using Document Tags (Pages 75-78)
             Review the following forms:

· Journal Voucher Quick Form FGAJVCQ
· Fixed Asset Origination Tag Extraction FFPOEXT

· Fixed Asset Dtag Processing FFADTGP
· Fixed Asset Master Delete form FFAFDEL
· Displaying Tags (Page 79)
             Review the following forms:

· Fixed Asset List Form FFIFALV

· Create Fixed Asset Received from a Gift (Pages 80-82)
             Review the following form:

· Fixed Asset Master Maintenance Form FFAMAST

· Capitalizing a Fixed Asset Received as a Gift (Pages 83-85)
             Review the following form:

· Fixed Asset Adjustment Form FFAADJF
· Fixed Asset Depreciation Form FFADEPR

	Lunch

	· Creating Fixed Assets using Document Tags (Pages 86-89)
· Journal Voucher Quick Form FGAJVCQ

· Fixed Asset Origination Tag Extraction FFPOEXT

· Fixed Asset Dtag Processing FFADTGP
· Fixed Asset Master Maintenance Form FFAMAST

· Fixed Asset Depreciation Form FFADEPR 


Day 2 
	Topic

	· Depreciation of Assets (Pages 90-93)
Review the following process and forms:

· Depreciation Process FFPDEPR
· Fixed Asset Depreciation Form FFADEPR

· Document Retrieval Inquiry Form FGIDOCR

· Adjusting Fixed Assets (Pages 94-108)
            Review the following form:

· Fixed Asset Master Maintenance Form FFAMAST

· Disposal of uncapitalized tag
· Fixed Asset Adjustment Form FFAADJF
· Sale of an asset

· Write off

· Write down/up asset

· Adjust accumulated depreciation

· Update past depreciation

· Reclassify asset account values


Day 3 
	Topic

	· Transferring Fixed Assets, Assigning a New Permanent Tag Number (Pages 109-112)
Review the following form:

· Fixed Asset Transfer Form FFATRAN

· Fixed Assets Banner Queries and Reports (Page 113)
Review the following reports:

· Fixed Asset Adjustment Query FFIADJF

· Fixed Asset Master Query FFIMAST

· Fixed Assets Procurement Query FFIPROC
· Fixed Asset Adjustment List FFIADJL
· Fixed Asset Adjusment History FFIADJH
· Fixed Assets Master Record Report FFRMAST

· Fixed Assets Group Asset Report FFRAGRP

· Fixed Assets Procurement Report FFRPROC

· Fixed Assets Property Report FFRPROP
· Fixed Assets Dtag Transaction Report FFRDTGT

· Fixed Assets Dtag Aging Report FFRDTGA

· Test Additional Fixed Asset Situations 

	Lunch

	· Continue to Test Additional Fixed Asset Situations

· Trip Summary

· Wrap up
· Response to specific requests or identification of needs

· Questions – open forum on all topics
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